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: ¥ 'The Research and Plarming Staff has ostsblished a master forms
contrel file which containg a folder for sach active personmnel form used ia
or by tue Ageney. This flle reflects information relating to the use, design,
approval,; and reproductior of personnel forms, In addition, the master forms
conirol file contains datz cencerning proposed improvements in personnel
forma and form letters.

3. Offices initiating requests for approval and/or reproduction of
personmel forms and form letters will forward all Heproduction Hequisitions
(Form 36-2) and Fequests for Approwvsl of Foms (Form 30-11) to the Fasearch
and Planning Staff for coordination and approvdl. Before approvinz a form
or form letter for reproduction, the Research and Planning Staff is responsidle
for assuring that the format mests established standards of form and forn
lstier design and that the foym or form letter is based on sound administrative
procedurss. The Staff is also responsible for subnitting such material to the
Printing and Reproduction Division and for maintaining Persomnel Office liaison
with tha latter in connection with such matters.

lis To insure that Personnel Office forms and form letters are revised
z3 necessary to meet current requirvements, the Kesearch and Planning Staff
wili maintein a continuing review over such material. To achieve this end,
roquesis for review of forms and form letters sent to Divisions and Staffs . i
by the Besearch and Plarming Staff will be glven full amd prompt consideration.
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